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Purpose 
The following is a Step-by-Step guide that will help you to file your bulk Paid Leave Quarterly 

Hours and Wage Reporting into the LaborFirst System.  

Note: This document assumes a .csv file upload. While it is possible to file these reports using 

.xml, we highly recommend following this document and creating a .csv file.  

Additional Help 
• If, after reading this document, you have questions or concerns – please contact the 

Support Desk.   
o Support Desk Phone Number: (302) 761-8375 
o If the Support Desk can’t answer your question, they will connect you to the Paid 

Leave team member for resolution.  

• If you're still unable to complete your bulk filing, you can  
o Send your file and request with the subject: “Please Test My File” to 

PFML@delaware.gov.  
o You can also schedule time with a Paid Leave representative for individual 

assistance: Click here to schedule PFML Wage and Hour Reporting Help  

 

  

mailto:PFML@delaware.gov
https://outlook.office.com/bookwithme/user/d45249f32f644f979fcb61a3ed1fa7ec%40delaware.gov/meetingtype/zwFoDFofWEysGpv7gEqZeQ2?anonymous
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Step 1 – Request your Organization Entity Relationship Report 
To successfully submit an Hours and Wage report, you’ll first need some relationship data we 

have on file for your organization.   

A. Email pfml@delaware.gov with this as the subject of the email: TPA Entity Relationship 
Report Request: (INSERT YOUR ORGANIZATIONS NAME). You do not need to write 
anything in the body of the email. 

B. PFML will respond within three business days. If you do not receive your report in three 
business days, try again, or call (302) 761-8375 for assistance 

a. PFML will respond to the contact email in your PFML LaborFirst account, which 
may be different than your email address. 

b. The email will have an Excel file attached; this is your Organization Entity 
Relationship Report. Save this file to your PC.   

Step 2 – Review the Organization Entity Relationship Report 
When you receive the Relationship Report file, you’ll need to confirm the information we 

provided is correct.  

A. Open the Excel file you saved to your PC. 
B. Select/Highlight cells A1 through J1 (Relationship Name through Report Status) 
C. On the Home Tab, click the Sort & Filter icon. then select Filter. 

 
a. Filtering each column will help you quickly and efficiently view all entries in that 

column. This will help you catch any errors. 
 

  

mailto:pfml@delaware.gov
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D. Next, you’ll review the data in each column. Selecting the dropdown on each column 
header gives an easily scrollable list of every entry in the column. Deselect any data you 
don’t want to include in your Hours and Wage report. 
 

 
 
You will use the data in each column to determine which content to include in your Hours 
and Wage report.  
 
o Column A – Relationship Name 

• Not applicable, no need to review 
 
o Column B – TPA Name 

• Not applicable, no need to review 
 
o Column C – Employer Name 

• Not applicable, no need to review 
 
o Column D – Employer FEIN 

• Not applicable, no need to review 
 
o Column E – Employer Account Number 

• This will be prefilled with a seven-digit number 

• Do not use any other number 

• Number cannot have a leading zero (e.g.: 0123456) 
 

o Column F Authorization Type:  

• Correct authorization types include any “Administrator” or “File/Amend Paid 
Leave Reports” 
i. Do not include Employers who do not have either “Administrator or 

“File/Amend Paid Leave Reports” in Column E 
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o Column G – Relationship Status:  

• Must say “Approved” 
i. Do not include Employers with “Requested”, “Pending”, “Denied”, or 

“Expired” statuses in your Quarterly Hours and Wage Report 
 
o Column H – Employer Liability: 

• Must say “Liable”, cannot be BLANK 
i. Do not include any Employers that do not have “Liable” in Column G 

 
o Column I – Liability Date: 

• Must be current time period 
i. Do not include Employers that have anything other than the current 

time period in Column H 
ii. If an employer is listed as delinquent or unfiled, you must resolve any 

delinquencies prior to including them in an Hours and Wage 
submission 

 
o Column J – Account Division Period: 

• Must be the current period, which is currently “PFML - 2025/Q” 
i. Do not include Employers that have anything other than the current 

division and time period in Column I 
 
o Column K – Report Status: 

• Must say “Not Filed” 
i. Do not include Employers that have already “Filed” 

 

Step 3 – Download the Template 
We’ve created a template for you to use when filing your Hours and Wage reports.  

A. .CSV File Template Link 
a. When you click the this .csv file template link, you will be taken to a 404 page, 

but check your browser’s download folder the file should be there:  

 

https://laborfiles.delaware.gov/main/dlf/Hours_and_Wage_Sample_File.csv


TPA Step-by-Step Guide for Bulk Hours and Wage Reports  

5 
 

b. For any .CSV file, be sure to only save as: CSV (Comma Delimited) (*.csv) 
i. The following are .CSV options, but are incorrect, do not use these:  

1. CSV UTF-8 (Comma Delimited) (*.csv) 
2. CSV (Macintosh) (*.csv) 
3. CSV (MS-DOS) (*.csv) 

c. The below image shows how cells A1-P1 should be labeled: 
 

Step 4 – Prepare your Submission  
The system is very particular about how the file is formatted. If the file is formatted incorrectly, 

your upload will fail.  

A. In the template, delete Cells A2 – O21 
a. This removes the sample data but keeps the column headers. 

 

 
 
B. Copy and paste your organizations data accordingly into this sheet. Remembering to 

keep the column headers. Use filters on each column to review the columns content 
more easily, using the same method detailed above in Step 2. 

C. Review your data according to the guidelines below: 
 

a. Column A – Total Record Count 
i. Each row must have a number. The first row of your data must be 1. 

The second row is 2. The third row is 3 and so on.  
 

b. Column B – Preparer Legal Name 
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i. Enter your name or the name of the TPA Organization preparing the 
file. (For example: TPA Business Name instead of Jeff Smith) 

ii. Must not include hyphens or commas.  
 

c. Column C – Preparer FEIN 
i. Enter the FEIN of the TPA organization, not your personal FEIN 

ii. Only include numbers  
iii. Must not include hyphens or commas. 

1. Example: 235453256 
 

d. Column D – Employer Account Number 
i. Enter the 7-digit employer account number, no spaces or letters. 

ii. Do not include a leading zero (01004787) 
 

e. Column E – Year 
i. Enter the year (four numbers) 

1. Example: 2025 
2. Each employee record in the file must have the same year 

 
f. Column F – Quarter  

i. Enter as a single digit value: 1 for the first quarter, 2 for the second 
quarter and so on.  

ii. Each employee record in the file must have the same quarter 
 

g. Column G – Social Security Number (SSNs) 
i. Enter valid Employee SSNs (cannot contain duplicates) 

ii. Use “999999999” for any person authorized to work in the United 

States but does not yet have a valid SSN 

iii. Must not be blank 
iv. Must not include hyphens 
v. Must not include ITINs, or any other number that begins with a 9  

 
h. Column H – First Name 

i. Enter First Names 
1. Example: Jessica 

ii. Hyphens (-) are allowed  
1. Example: Mary-Kate 

iii. Must be at least 2 letters  
iv. Cannot include: Numbers, Commas, Special Characters 

v. Can’t be left blank 

 
i. Column I – Middle Name 
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i. This field is optional 
ii. Leave blank or enter a single capital letter only  

1. Example: C 
iii. Cannot Include: Numbers, commas, periods, any non-letter 

characters. 
 

j. Column J – Last Name 
i. Enter Last Names 

1. Example: Sanchez 
ii. Hyphens (-) are allowed  

1. Example: Parker-Hannah 
iii. Cannot include: Numbers, commas, special characters (e.g. tildes, 

umlauts, accents, etc.)  
1. Example: Baker III is acceptable, Baker the 3rd is not  

iv. Can’t be left blank 
 

k. Column K – Employer Contribution % 
i. Enter the number, which must be a whole number between 50-100 

ii. Cannot include: percent symbols, decimal points (50%, 50.5) 
iii. Can’t be left blank 

 
l. Column L – FICA Wages 

i. Details: this value is the Delaware in-state wages after FICA rules are 
applied to the gross wage base 

1. Use only an appropriate accounting format as in 12345.67 
2. Zero is an acceptable value in this field 

a. Example: 0 or 0.00 
3. Cannot include: Commas, dollar signs 
4. Don’t include more than two decimal places or a “$” sign. 

a. Example: 14567.87 is acceptable, $14,567.87 is not 
5. Can’t be left blank 

 
m. Column M – Combined Out of State Wages 

i. Details: this value is the total calculation of all out of state wages 
1. Use only an appropriate accounting format as in 12345.67 
2. Zero is an acceptable value in this field 

a. Example: 0 or 0.00 
3. Cannot include: Commas, dollar signs 
4. Don’t include more than two decimal places or a “$” sign. 

a. Example: 14567.87 is acceptable, $14,567.87 is not 
5. Can’t be left blank 

 
n. Column N – Total Hours 
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i. Details: this value is the total number of hours worked, including hours 
from other states 

1. Zero is an acceptable value in this field 
2. Example: 0 or 0.00 

ii. Maximum number of hours is 2200 
1. Can’t be left blank 

 
o. Column O – Weeks Worked 

i. Details: this value is the total number of weeks worked in a quarter 
1. Currently, “1” is the lowest accepted value 

a. “0” is in the process of being added as an accepted value 
2. “14” is the maximum number of hours that can be entered in a 

cell 
a. Since Q1 2025 is only 14 weeks, the maximum can’t be 

greater than 14 
3. Can’t be left blank 

 
p. Column P – Adjustment Code 

i. Leave blank 
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Step 5 – Submitting your Form  
A. Access the MyDelaware portal  

o Click here to go to MyDelaware 
o Note: You must use Google Chrome or Microsoft Edge, no other browsers are 

supported. 
B. Enter your Email and Password 
C. Select “Bulk Reporting”. 
D. Review Bulk Report Upload Instructions and select “Next”. 
E. Select “Upload File”. 
F. File Explorer will open, select your file, then click “Open” 
G. Wait for system to upload the file, the progress bar will show a check mark and a “Done” 

button will become available. 
H. Select “Done” 
I. Select “Next” 
J. Review and Certify Report, Click the Checkbox, add your signature, select a Date, and then 

click “Next”. 
K. Review “Success” screen and click “Finish”. 
L. Wait for your file result, which will be in a TPA email for Success or Failure for the file 

upload process. 

What to do if your Submission Fails 
If your submission fails for any reason, you’ll get an email notifying you that the submission was 

unsuccessful. This email will include an attached file that indicates which cells caused the 

failure. Review those cells against the formatting instructions in step 4. Amend each cell 

accordingly and resubmit.  

Repeat as necessary. The formatting requirements are very particular and it’s easy to miss small 

typos throughout.  

If you require assistance, please don’t hesitate to contact us, or make an appointment with our 

care team: Click here to schedule PFML Wage and Hour Reporting Help  

 

 

 

 

 

 

 

https://my.state.de.gov/app/salesforce/exk2bgn10dmT1Dj2S0h8/sso/saml
https://outlook.office.com/bookwithme/user/d45249f32f644f979fcb61a3ed1fa7ec%40delaware.gov/meetingtype/zwFoDFofWEysGpv7gEqZeQ2?anonymous
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Troubleshooting Checklist 

The Organization Entity Relationship Report 
❑ For each Employer in your file, you have verified that you are the “Administrator”, or you 

have the “File/Amend Quarterly Report” permissions. 
 

❑ For your file, you have verified that only include Employers for which you have a system 
“Approved” entity relationship. 
 

❑ For each Employer in your file, you have verified that the employer is currently Liable. 
 

❑ For each of the Employers in your file, you have verified that none have any prior open 
liability period, e.g. I am filing in Q2 and all the Employer’s Q1 liabilities have been 
satisfied. 
 

❑ For each of the Employers in my file, none have filed on their own, i.e., they are “not filed” 

Templates 
❑ You used the .csv template from our website, 

o https://laborfiles.delaware.gov/main/dlf/Hours_and_Wage_Sample_File.csv 

OR  

❑ You created a .csv and pasted our header 
o https://laborfiles.delaware.gov/main/dlf/Hours_and_Wage_Header_Template.csv into 

your file.  
o The .csv is RECOMMENDED, it’s easier to use if you also have MS OFFICE/Excel. 

 
❑ Your first and all subsequent file saves were as: CSV (Comma Delimited) (*.csv) ONLY. 

 
❑ You landed your data on our template with the data aligned in the correct columns, i.e., 

Year = 2025, Qtr = 1, etc. 
 

❑ You validated that Record Count is a number and there are no blank rows. 
 

❑ For TPAs ONLY, you validated that you have entered your Org name in the Preparer Legal 
Name field, and it does not include any commas. 
 

❑ For TPAs ONLY, you validated that you have entered your correct FEIN in the Preparer 
FEIN field and did not include any hyphens and no rows are blank. 
 

❑ You validated that you entered a 4-digit year, and it is the correct year period, e.g. 2025 
and there are no blank rows. 
 

https://laborfiles.delaware.gov/main/dlf/Hours_and_Wage_Sample_File.csv
https://laborfiles.delaware.gov/main/dlf/Hours_and_Wage_Header_Template.csv
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❑ You validated that you entered a 1-digit quarter, and it is the correct quarter period, i.e., 
1, 2, 3, or 4 and there are no blank rows. 
 

❑ You validated that you only entered valid SSNs in the Social Security Number field and did 
not include any hyphens or leave any blanks; 999999999 is a valid value for any person 
authorized to work but does not have an SSN. 
 

❑ You validated that you corrected any SSNs in the Social Security Number field for any 
leading zero issues by converting the field to a “text” field to add back missing leading 
zeros or to prevent leading zeros from dropping in the Social Security Number field. 
 

❑ You validated that the First Name field only contains ALPHA characters, does not contain 
any numbers, commas, other special characters, and is not blank; must have two 
characters or more and spaces are allowed. 
 

❑ You validated that the Middle Name field is either BLANK or only has ONE (1) ALPHA 
character 
 

❑ You validated that the Last Name field only contains ALPHA characters, does not contain 
any numbers, commas, other special characters, and is not blank; must have two 
characters or more and spaces are allowed. 
 

❑ You validated that the Employer Contribution % is ONLY a number between and including 
50 and 100, is not blank, does not have a % sign, or decimal places. 
 

❑ You validated that the Employee FICA Wages field is a whole number (0-n) and a two-digit 
decimal place, is not blank and does not contain a $.  Zeros will be allowed in a future 
release. 
 

❑ You validated that the Combined Out of State Wage field is a whole number (0-n) and a 
two-digit decimal place, is not blank and does not contain a $.  Zeros are allowed in this 
field. 
 

❑ You validated that the Total Hours field is a whole number (0-2200), is not blank and does 
not contain a decimal or decimal places.  Zeros are allowed in this field. 
 

❑ You validated that the Weeks Worked field is ONLY a counting number (1-n), is not blank, 
does not contain a 0, and does not contain a decimal or decimal places.  Zeros will be 
allowed in a future release. 
 

❑ You validated that the Adjustment Reason field is BLANK; this field will be added in a 
future release. 
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Submitting your File  
❑ You have validated that your file size is not greater than 5MB; if > 5MB, we recommend 

splitting your file into smaller files at the Employer level.  Do not split a given Employer 
into separate reports. 
 

❑ You validated that you logged into the PFML LaborFirst TPA or Employer Portals using 
ONLY Chrome or Microsoft EDGE. 
 

❑ You validated that your file was saved as: CSV (Comma Delimited) (*.csv) ONLY 
 

❑ Before filing, you validated that you were filing in the correct liability period, e.g., Q1 
2025. 
 

❑ After initial upload, you validated that you observed the “Upload Progress Bar” and 
clicked DONE. 
 

❑ After you clicked DONE, you validated that you received a “Success” screen with some 
summary details of your file submission. 
 

❑ After you proceed from the Success Screen, you validated that you progressed screens 
and signed and certified your submission. 
 

❑ You finally validate that you received a “Success” email sent to the person registered in 
the account via email and/or you validated that you received a “Success” notification as 
seen you your account Bell Notifications. 

Filing as an Employer 
If you are filing as an employer, please note these two differences in how your submission 

should be filed: 

❑ Confirm that you have left the Preparer Legal Name filed blank in your submission 
❑ Confirm that you have left the Preparer FEIN field blank in your submission 
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